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The USFSP Digital Archive
The USFSP Digital Archive is a service of the Nelson Poynter Memorial Library on behalf of the
University of South Florida St. Petersburg to preserve the institutional history, faculty and
student scholarship, and other items related to USFSP. Many of the documents in the USFSP
Digital Archive have been scanned from original paper sources. Some of these documents have
poor resolution, quality, or integrity. Scanning software, although greatly improved, remains
imperfect. Optical character resolution (OCR) of documents often fails to capture all text,
especially when the document is of poor quality or includes handwritten annotations. Since the
search platform scans a text file created during the OCR process, files with poor quality will
produce incomplete and inaccurate results.

A Solution: Editing the Text Files
This simple handbook outlines the process for editing text files that will accompany documents
in the USFSP Digital Archive. The following steps are meant to offer a general set of best
practices for staff and students entrusted with this activity. Due to the enduring evidential and
historical value of the documents being added to the USFSP Digital Archive, we must strive for
100% accuracy in all transcriptions. We will create simple text files that lack any type of special
formatting (such as the use of bold or italicized characters). We will transcribe the written
content from the original PDF or other file directly into a simple text file and guarantee that the
text we type or edit exactly reflects the original document. In cases where the original document
includes a known typographical error for a proper name or entity (i.e., “Schnurr” instead of
“Schnur”), we will include both the original (misspelled) word and the corrected word. Other
improperly spelled words (i.e, “housse” instead of “house”) will be corrected on the edited text
file. If staff or students are unsure, they should consult with the Special Collections Librarian
about best practices.

Guidelines for Practice
The Special Collections Librarian will provide persons assigned with this task a number of files
with file names that are already assigned. These files are created by the OCR process and
included in the bitstreams for the original document. The files may be provided on a thumb
drive, via email, or in another way. The person assigned to edit the documents will edit the files
provided, save them with the exact same file name, and return them to the Special Collections
Librarian. A spreadsheet will track the creation, distribution, editing, return, and reloading of
these files into the DSpace software to assure that all steps are handled in an appropriate manner,
to allow for review and quality control, and to maintain statistics of departmental activities in
Special Collections and University Archives.
A sample file for editing would be the .txt file in the image on the top of page 2. This is what will
be provided to the staff member or student:
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After receiving multiple .txt files, the staff member or student will work on each file
individually, one at a time.
The first step is to open the file with a software program known as Notepad that is available in
the “Accessories” menu, the area where MS Paint is also located. MS Word may be used as well
as long as the files as saved in plain text format. Rich text or any other formatting aside from
plain text is not appropriate for this transcription.
Along with the .txt file, the Special Collections Librarian will provide either a paper copy of the
document or a link to the document on the USFSP Digital Archive. The staff or student will then
open this document and the .txt file, and make edits to the .txt file so that it corresponds as
closely as possible with the original document. If the person doing the editing has to perform
other tasks, takes a break, or is otherwise away from the computer for any length of time, they
should save their edits so that they do not have to be done multiple times. If there are any
questions about formatting, editorial decisions, proper terminology, or use of names, the
transcriber should check with the Special Collections Librarian as the final authority regarding
these matters.
The top of page 3 shows a portion of an original document that has already been scanned, as well
as a portion of the .txt file created during the OCR process. The lower portion of the page shows
suggested edits of this section.
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Original document:

Scanned text:

Corrected text:

Important things to remember:
1.
2.
3.
4.
5.

Strive for 100% accuracy in transcription.
If unsure of what to do, please ask!
Save the files with the same names that they had when given to you.
Work on one file at a time. Some files will be very similar in their content.
If given original archival items in paper format, please return them in batches when
you have finished your transcription tasks.
6. Let the Special Collections Librarian know if you are ready for additional files. We
will track files to assure quality control throughout the process.
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